Create a Requisition (As an Originator)

1. Loginto Neogov
Click on ‘Open New Requisition’

NEOGOV & v

Post + Approvals v Admin ¥

Open New Requisition | Show All Regs. in My Dept. | Show Approval Detail | View OHC Users | Show Filled Reas. | Show Cancelled Reas.

3. Search for a class specification from which to create the requisition

4. Click on ‘Create New’ in the Requisition column

212 records found.
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Class Code Class Title Requisition
1114 Account Clerk Positions Create New
1113 Account Specialist Positions Create New

5. Fill in the requisition form-be sure to click “add another vacancy” to put position
information in.

Class Title: Human Resources Specialist
Class Code: 1508
Creator: Justman, Sierra

E—
Desired Start Date:[ |

= Requisition #: [assigned when requisition is saved]
Working Title: |Human Resources Specialist

Wacancies:

* Depariment: | Human Resources ~

Division:
= Hiring Managers: Available: Assigned:
Justman, Sierra Eavenson, Kimberly
==

* Required

=<

Job Term: | Full Time w
List Type: [Regular M
Position TYPE: @) £xisting Position (Replacement of Staff)
) New Position
Position Control: Position # First Name Last Name Vacancy Date

| Add Another Wacancy |

Skills: | |
Comments:

6. Complete/define the approval chain- be sure to click final approval

Mo Approvals []
Approval 1: [Depariment Approvers | Eavenson, Kimberly

) Must approve before next approval
®) Final approval

Save Only || Save and Release

7. Click on ‘save and release’



